BUSINESS FORMS 


Books Numbers’7 and 8 contain mainly social and business forms. These business forms 
are in common use throughout the country and are in the main the same in all states, although a 
different form of note prevails in a few instances. The most simple and common business paper 
is a receipt, forms of which appear in both book No. 7 and_book No.8. The form given. below 


is shown in book No. 7. | 
In book No. 8 the receipt is given in connection with a series of related transactions. 


gee Baltumots, Md, Oct. 16 1902 


A receipt is an acknowledgment in writing that the party giving it has received from the 
person therein named a certain specified sum of money, or other property. In a réceipt the 
“sum received should be plainly stated, as well as the. purpose for which the money is received, 
together with the name of the party from whom it is received. | 
- It should be made a common practice to give and take receipts for debts discharged either in 
part or in full, for by this means trouble and litigation may often be avoided. — : ; 
Promissory Notes. A promissory note is a promise in writing to pay a specified sum of money 
at a time therein limited, or on demand, to a person therein named, or to his order, or to bearer. 
Notes are negotiable or non-negotiable. A negotiable note is one which is transferable to 
another person by. indorsement.. The words “or order” render a note negotiable. 


= DEMAND CS NEGOTIABLE. —— 
ee eee ichrrnond, Va. Océ 301901. 


The person giving the note is called the maker; the person to whom it is given is called the 
payee. The note above is from book No. 7.’ } 
| In this note C. E. Daniels is the maker; Geo, H. Kincaid is the payee, who in turn becomes 
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Copy the above draft below. 
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Fill the blank below with a time draft; that is, instead of writing ** at sight’? as cbove, write at ten days 
sight, or thirty or sixty days sight. Use any names you please. 4 
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Check is detached here. 
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Draw check below for $150, dated June 7, 1901, for rent of store, in favor of E. F. Good, making proper entry on 
the stub. Sign Amos C. Davis. 
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Draw check below for $87.19, dated June 10, 1901, favor of H. J. Libby, for bill of goods bought April 10, 1901. 
Make the proper entry on the stub. 
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Checks must be indorsed before being presented for payment. The holder of the check writes his name across the back of the check. This is indorsing it. In the 
first check, 1]. V. Keene writes his name only. The bank will then cash it for him, or any one who presents it. In the second check, E. F. Good holds it and indorses 
it to L. M. Newell. This-is the common way of indorsing, as it is safe to send by mail. No one but Newell can collect it until he indorses it. If checks are sent by a 
messenger to be deposited in the bank, the third check will show manner of indorsement. Indorse opposite left end of face of check. 
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Copy the above note in space below. To make it non-negotiable the words ‘‘ or order’’ should be omitted. 
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Fill the blank form below with note at six months’ time, payable to the order of one of your classmates. jor 
$25.16. Sign any fictitious name. 
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Address this envelope for letter on page 18. 
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Address the envelope for letter on page 4, at 917 Tremont St. 
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This Cash Book includes the entire alphabet of capital and small letters and the figures. 


t 


f , A 7 
ly 


| Och.) 3 


4 


7/ 


oe 


// 


_f. 
f., 


By FT fragt, CVL_ ALT 


ry i yn ae, 7 ? / f 
eh ZULU AL ty a Pea oa oe & 
; f cal , _ 


“O2V.: 


7 ; 
J LEL ted J i 
U / : 


/ Vi {7 7 sate : SH f ¢ 
/ iL ° De = Wh) / SA yA Laa-kb G one | iy : Xx. 


// 73 Aha rnet; 


PAID 


25|FO|364\70 


Af OOF 
ISP |/79 


x j ae ga as 
ie, Va 
a y / ZN 2 
eg oy fs y, er eye 
0, MoH | fa 
arora é f 
7 ae. | . 
/ 7. O /) J 
| - 
| 4 FA? df An 
¢ Af / 
j } a7 pest { 
| Pt LAS MEY BA 


16 


x y 
Sy 

3 
Ny \ 


y 


IW 


S 
>» 


SS 


RECEIPTS 


YA 


DATTA L 


WSs 
ws 


s 


\y} y, 
VI Od. LOUAL 


——\_ 9 


: “oe 


SS 


SS 


\ € RO Z 


j 
fs 4 — 


SSS 
i (7 


Wy 
On he TIALS CALLE 


# pe 


b 


LOEL 


MASVVCLA 


A? hee, 


2. Doussrs 


DOLLARS 


D(/ 


Pahee: 
J? L eds COLMA 7, Lrid of £4 tL 


ar pe te Aad ve <CL?tCity 


be A<Y uf of es LZ : ae e LABIA aed 


[ mm 19 f me 4 Ao VY a) ee glee P a aye” ie ‘ 
fh ct KLE ty pete EV LA4- faAttLeLeL- 


ip" Z A. 


he if 

L—) 1-7 V4 Inf YY VD AIA aI A OD ene | ie gue 
< z£ ZU. 4 a & {/ t 4 ao 4 v C-C1 < 4 6 q oe —_& : 

Oa 

‘ 


ed a OL Cte cy y 


| L- 4 cea Gale: Z 
. = 
V/s 
¢ £ 


a, 


Os LVL dt ee sAe (kk A f- TAL Le oy AALA g 


noe wed of Ef p eee Get A-2Le et ; 
2 Jay og ao ict vf le a a Oe bo meet gy Le Ae 


VA y 77 * 
y a Ne Ma > cs 4 ”> : ‘ 
Vi a < i a MS d ea LL auc Ea 2 f ee Os 7 se AA L fp 
4} ra 


BUSINES & VErrer ORDERIN G Goops 


pune 29, ey 


eh (ee pottowd:— 
, 3 


wy 


ays Dodd deepiriad OX 3 
5 fics Victoria Wilton, Patt “167-2 


EO ae ee Ingrair, atl Af fer 


Mig J Sats 


This letter includes the entire alphabet of capital and small letters and the figures 


pee aol eS aoe a ud i Vz TAL 4 


i 


é ULAAVLA Jd adn. % Ca, 

SET ‘ S ¢ ( i, 
Ves Df 
GL oP ceed 


te tte fr at a he, f[_e 


o g 
Way aa? Ataree 
aan AL ett 
= 


an At fhe) LL, WG wie noe £. LAA Jd, A-*16 


Fi VA, 7 | 
AA gto ad A fot (GS Saar Pe Ba 


es, Af ea, 


f | 
totd 7X ips 


Boo Piety wk. 2799) YATALAA, 6X 2 


a Li ea. Prete ve Ca WA Len - Pepe, OME a) A OO fers od 


/ bh . Na 4 jk A yo Jan o ZED os z ry Ate L. A 7 cae one 


tyt dest Gr ee ar 
& A. Ax, Oe dy (AL ae aht Ce oS gee ig AL fix ol. d, 


lo q 2 os Pk O14 eed SOL ate 1124724 - 
4 


FL an PU I CYRVRca, a#. wa é ZL ea oda Looe Ato —_—- — 


| : VVUL Dee LL Ls ar 1_2O- ze A 


VY Ty 
*e | Pa 
, Awe 21 vy 4 . of AACA12 CA <t f 


~ 


A Boy’s PerRsonaL Caso Account 


EY Se eee 


e/ 4 
tf i 


I Vv 


I 4 


4/ 


t/ AG. 


Ti tf 


i 12s 


Tf Sf 


// Vi 


(Ea aa a 


Eee: we 


Hee Df fre 7g 


Fa 


Lt ie Le 


v4 ar 
VL tS Lart Ay, bo /O 
cy a : eT 5 ; a 
AA 1A - y) SOOT Te f: A OW 
(pp 
i 4 


: y | ys a » ck. otag 
G27) Pees eats b< eget a 


tf 


ify 4 


AAA Fata O Od, Id 


LMe ie . Ln aK Ae I? a1nk , 


i> 
/) 
J (2 


& 


Fo 


Or 
th. 7° 
i'r . 


ee 


A —tCAY A—C 
f 


Cf 


Mae as OP 4,  t2. 
/ VA 
zn / 


(sr 


dit. "Courier, 315 


¢ 


oy ff RAL cL 4, 


ba ap 


/ 
hs 4 


56a CL hate. ‘ 


et tattl, TO 


2 Coc tele, 


Ve c#e 


245 Nuron Jt, Metrott, hich. 
Aug. 1b, 1902. 
Messrs 0 ER Molland, 
DL Clan oe. 
| Yintlemen. _Kavt VIG fpudt pntshed 
the COU SLE atl the ne Achoot im 
oe mercantile busireds y efpily bo 
Vthink Leoutd srcrve YOU ine the . 
position mentioned and SI shoula 
be glad of an, offrottunity Lo Uy. 
DV ean phish refpisenced ip YOU 
LEGUere thom’ | 
Very Ltd4 whl, 


~ 2 


* 
a 


ob Of DB ps (1 ABV ol ie ? Lk L20i£ VACHS 
oT ea blo, LI OZ. 


{ ) | f 2 / 
sana di ONE 


ae 4 p) 


ra ae 8 a Wn a vs CUAL ape ae ah 


COo4ttZdikh a at. Tee ee Pa it ft oa fe 


oe Ae ae CA. oy, Ap ee. oa oo i Cee 7 | 


O 
Ar DVALACE Ue A erie e BULASD, 


‘ J 
Cot tf ee B Stam aes tk 2-72 ge ee C%e a tA VIleo?iin2—f 


- 
| 
4 
| 
) 
i 
a 


es 
Ee 


2s “yy bead da: 
dehy: ail a ab 4. SD Co tal DRLLZC 2 ee Ln Shea 
F AP we y eh Le. we ae eee O-“k eed. CAL A. J if ee BF od ivy i, SA i ok 


ec tad. C AW ve OF Z $4 CALL AA ee Tr Wa 


. ACLALEL. ea ERNE OA De lo zz ps Md 4 oe a of Pe 


saa apes UiApfitc fect Le, 


4 ESS. (oe as! 


She wary to wealth is as plain ad 
the way tr market. It depends chief- 
ty on tue words, industry and fiw - 
gatity; that (4,wadste neither time nor 


BENJAMIN FRANKLIN z 

Fhe wa 2 enw pma eo. | 

the way le’ VWAGALL Rel. JIC ioe EL os che, — 
ly imal 6 Cow O- Lot 4, tywdeircat aaweld. Jul 2 
— galkly Lr that vz Litadsle West t Leane Mor | 


Pei 


Pa aii - tit tnake the hetz Lt AL Of. tat. 


Flow LAA ctf boc upalide ides | petarer ad 
the or lo nrachet. St defierrds Mite, : 
Ga ia ON id WALLE. ee tae Chee Cx VtkL VLOG2 
Ivetiey SNS SNe FED Iae See ke of Hotte 


Le patel EM. ag ih te gg 
Lo scsi mpatiaaig Wes as as a 
AU O- tvCOUt Cee Oe 6Agt cA ef a 
heky} 6 Ws iJ, Llc saa netttrer Li-2202 Tee | 
Deity - Ss tt A12tes. lie KCAL. Leth af C2 Li 


across the back, as shown below. (See also indorsement of checks in book’ 
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the indorser in case he transfers the note to a third party. To indorse it. be writes his name 
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It should be understood that when a person indorses a business paper he becomes responsible - 
for its payment in case of failure on part of the maker to pay it, when it becomes due. He may, - 
however, indorse it “ without recourse” and so be released from all further responsibility. 

Due Bills are sometimes given as an evidence of indebtedness. Below is a form of due. bill 
in common use. Sometimes they are written in a simpler form called I: O. U. Due bills are 
not payable to order and are not therefore transferable by indorsement. 
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Drafts. A draft is an open letter of request, or order, to pay a certain sum of money 
therein specified, on demand, or at some future time mentioned in the paper. ; 


s9- > Sacramento, Cal, Apr. 1.1903 
Sok EE. haion, 
JLo 29 Portland, Qne. 


The person making the order is called the drawer ; the person to whom it is addressed, the 
drawee ; he who accepts the bill, the acceptor ; and as a general rule the party who has it in 
his: possession at any time, the holder. 

In the above draft Nathan Allen is the drawer; R. E. Mason is the drawee + PW. Varnuni 
is oe payee ; oy R. E. Mason is the er : 
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. _ Acceptance of the bill by R. EX Mason is done by writing ‘the name across the face of the 
draft,. usually i in red ink, and adding the date, as shown above. 

Business papers of ‘all descriptions should be written. with care. ‘ T ohare will do welt to 
dictate similar forms to those given above, using different pupils’ names, and allow the | papers 
to be passed to other pupils for indorsement, acceptance, ete. Frequent practice in this manner 
will familiarize the pupils with the forms and enable them to write the same age 
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PAY TOTHE 
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A Bank Check, of which the above is the most common form, is another paper in everyday 


use amongst business men. 

A Checks a written order or request upon a bank, or persons doing a banking business, and 
drawn up6én them by a party having funds in their hands, requesting them to pay upon presenta- 
tion.to#a person therein named, or to the bearer, a certain sum of money, specified on the face 

~ of the check. It is made. payable to bearer, or order, and is transferable by indorsement, as 
shown on page 8 of book No. 8. 

A bank is not bound to pay a check unless it has funds of the maker on deposit to the full 
amount of the check presented. 

A check should be presented for payment without delay. 

In writing a check care should be exercised so that no mistakes appear. The figures indicat- 
ing amount of check should correspond with the amount designated in writing on the face of the _ 
check. In case the written amount and the amount stated in figures disagree, the written amount 
should govern. ‘There should be no space left between the dollar sign and the first figure of the 
amount, as it might be possible in the hands of unscrupulous parties to insert a figure and change 
the check to a much larger amount than that originally stated. ‘After the amount is written a_ 
line should be drawn to fill the space left to the word “dollars.” It is-customary at present 
with large business houses to perforate checks with the amount indicated on the face, to prevent 
any possibility of fraud. All letters and business papers of whatever nature should be written 
carefully, and read after written, to see that no mistake has been made, before they are com- 
mitted to the mail or transferred to another person. It is also a good practice to reduce all 
agreements to writing, even those which may seem to OF of little GoBSEqUERCE, “An ounce of 
prevention is worth a pound of cure.’ | 

Sound business maxims form the introductory copies tb No. 7. 

Good business methods cannot be grafted on lax business habits, Samuel Smiles epitomizes 
the essentials of a good business training in the following language’: “Attention, application, 
accuracy, method, punctuality, and despatch are the principal qualifications required for the 
efficient conduct of business of any sort.” It would be well for the student to memorize this. 


